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Attachments
A.1 Attachment 1: Glossary

Abuse: Intentional use of the purchase, travel, fleet and/or integrated charge card in violation of
the FAR, DFARS, Agency Supplements, or activity Government Purchase Card (GPC)
policies/procedures. Evidence of intentionality shall be inferred from repeat offenses of the same
violation, following administrative and/or disciplinary action taken for this violation.

Account Deactivation: A method to temporarily block the cardholder's ability to make
transactions on the account without canceling the account altogether. While the account is
deactivated, any transaction that the cardholder attempts to make will be declined at the point of
sale. The agency can deactivate and reactivate an account through the charge card vendor's
Electronic Access System (EAS) or by calling the charge card vendor. The charge card vendor’s
A/OPC guide or EAS will provide guidance to the agency on the deactivation and reactivation
process.

Accountable Property: All personal property considered nonexpendable whose expected useful
life is two years or longer and whose acquisition value, as determined by the agency policy,
warrants tracking in the agency’s property records, including capitalized and sensitive property.

Administrative Discrepancy: Actions that violate operational policies/procedures but do not
violate federal law or regulation.

Agency/Organization Program Coordinator (A/OPC): This individual serves as the focal
point for answering management, task order administration, establishing and maintaining
accounts, and issuance and destruction of cards. The A/OPC oversees the card program(s) for his
or her Agency/Organization and establishes guidelines. The A/OPC helps set up accounts; serves
as liaison between the cardholder and the purchase card contractor; provides on-going advice;
audits purchase card accounts as required; and keeps necessary account information current.

Approving Official (AO): In purchase card programs, this individual (typically a supervisor)
ensures that the purchase card is used properly. The AO also authorizes cardholder purchases
(for official use only), ensures that the statements are reconciled and submitted to the designated
billing office in a timely manner. In travel charge card programs, this individual (also, typically a
supervisor) signs the traveler’s voucher, indicating approval for payment and for its content.

Authorization: The process of verifying, at the point of sale, that a purchase being made is
allowable given the requirements, prohibitions, and controls established by the agency for that
card. |

Aviation Into-Plane Reimbursement (AIR) Card: A centrally billed, government charge card
used by the military services and federal agencies as a means to procure commercial aviation
fuel and related ground services.

Biobased Products: Commercial or industrial product (other than food or feed) that utilizes
biological products or renewable domestic agricultural (plant, animal, and marine) or forestry
materials.

48



Cardholder: The authorized individual using the charge card to buy goods and services in
support of official government business. The cardholder holds the primary responsibility for the
card’s proper use.

Cardholder Statement: A statement, listing all transactions durlng the billing period, which is
sent to each cardholder.

Cardless Account: An established account without a physical card.

Category Management: A retailing and purchasing concept in which the range of products
purchased by a business organization or sold by a retailer is broken down into discrete groups of
similar or related products; these groups are known as product categories.

Centrally Billed Account: A card/account established by the charge card vendor at the request
of the agency/organization. These may be card or cardless accounts. Payments are made directly
to the charge card vendor by the agency. All fleet and purchase cards are centrally billed
cards/accounts. Federal agencies will specify which travel and integrated solution cards must be
centrally billed cards/accounts at the task order level.

Certifying Official: The official within an agency or organization that is responsible for
verifying that payments made by the Federal Government are legal, proper, and correct.

Charge Card: A government charge card is an account established by a commercial financial
institution (hereinafter, “contractor bank™) on behalf of agencies or individual agency employees
to which the cost of purchasing goods and services may be charged. Although actual plastic
cards may be issued for these accounts, this term may also be applied to certain accounts
established by these same commercial companies that are billed directly to agencies, and
therefore, are “cardless” accounts. The term “charge card” or “card” means “government charge
card”, including accounts for which actual plastic is not issued. No revolving balance can be
carried over from month to month. The entire balance is due within one billing cycle. This
distinguishes charge cards from credit cards.

Charge Card Managers: Any Federal personnel responsible for implementing charge card
programs, including, but not limited to, Agency/Organization Program Coordinator and
Approving Officials.

Convenience Check: Convenience checks are checks written against a purchase card account.
Convenience checks are a payment and/or procurement tool intended only for use with
merchants that do not accept purchase cards and for other authorized purposes where charge
cards are not accepted. Convenience checks should be used as a payment method of last resort
only when no reasonable alternative merchant is available who accepts the charge card.

Data Analytics: An automated process used to scan data bases to detect patterns, trends and/or
anomalies for use in risk management or other areas of analysis.

Data Mining: Searching, scanning, sorting and filtering data to be used for program analysis.

Delegation of Procurement Authority Memorandum: A memorandum that recognizes the
purchase card holder as a procurement official, grants authorization to spend government funds,
and establishes the level of purchase authority.

Delinquency/Delinquent Account: An undisputed charge card account balance that is unpaid
for more than 61 days past the statement date.
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Disposable Pay: That part of current basic pay, special pay, incentive pay, retired pay, retainer
pay, and in the case of an employee not entitled to basic pay, other authorized pay remaining
after the deduction of any amount required by law to be withheld (other than deductions to
execute garnishment orders in accordance with 5 CFR §581 and §582). Among legally required
deductions that must be applied first to determine disposable pay are levies pursuant to the
Internal Revenue Code (Title 26 U.S.C.) and deductions described in 5 CFR §581.105(b)
through (f). (5 CFR §550.1103).

Due Process: The legal process to which an agency must adhere prior to the collection or salary
offset on any undisputed delinquent amount on behalf of the charge card vendor.

ePayables - A solution that augments or replaces the accounts payables process such that
electronic transactions take place directly between the Government and the supplier. ePayables
solutions are typically used with merchants who are traditionally paid by check or EFT or
merchants who do not accept charge card payments (e.g., utility companies). Examples include
straight-through processing, buyer-initiated payments, supplier-initiated payments, procure to pay,
and other card not present solutions. ePayables do not include virtual cards, single use accounts, or
other products/services presently defined under business lines.

Electronic Access System (EAS): The charge card vendor’s Internet-based system which
provides a variety of reports which assist in the effective management of the Charge Card
program.

External Fraud: Any felonious act of corruption or attempt to cheat the Government or corrupt
the Government’s agents by someone other than Government officials. Otherwise known as third
party fraud.

Federal Travel Regulation (FTR): The regulation which implements statutory requirements
and Executive Branch policies for the authorization of Federal civilian employees and others
authorized to travel for official purposes at government expense.

Fiscal Year: October 1 through September 30.

Fleet Card: A government charge card used to purchase fuel, authorized repairs, parts, or
services for government owned or leased vehicles, fueled appliances and equipment, small
marine craft, and aviation, in support of official government business. Use of the card is subject
to the policies of the agency possessing the card, except for cards assigned to vehicles leased by
agencies from General Services Administration (GSA), whereby GSA policy governs.

Note: A DoD fleet card has additional restrictions in terms of authorized uses. See Attachment 3:
Department of Defense (DoD) Fleet, AIR, and SEA Cards. Frequently Asked Questions.

Fraud: See Internal Fraud and External Fraud.

Government Charge Card: An account established by a commercial financial institution on
behalf of agencies or individual agency employees to which the cost of purchasing goods and
services may be charged. Use of the card is subject to the policies, as applicable, of the FAR and
the Federal Property Administrative Services Act of 1949, as amended.

GSA SmartPay: The Federal Government's charge card program as of the issuance of this
Guidance. This program provides Federal Government cardholders a means to pay for
commercial goods and services, travel and travel-related expenses, and vehicle fleet expenses.
Charge cards are issued through contracts with those charge card vendors who are a part of the
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SmartPay program. These contracts, collectively referred to as the "Master Contract," are
administered by GSA.

Improper Purchase: An improper purchase is any purchase that should not have been made or
that was made in an incorrect amount under statutory, contractual, administrative, or other
legally applicable requirements. Incorrect amounts include overcharges and undercharges.

Individually Billed Account (IBA): A government contractor-issued charge card used by
authorized individuals to pay for official travel- and transportation-related expenses for which
the contractor (bank) bills the employee, and for which the individual is liable to pay.

Internal Fraud: Any felonious act of corruption or attempt to cheat the Government or corrupt
the Government’s agents by Government Purchase Charge Card Program officials. Use of the
Government purchase, travel, fleet or integrated charge card(s) to transact business that is not
sanctioned, not authorized, not in one’s official government capacity, not for the purpose for
which the card was issued, not as part of official government business.

Merchant: The source for the agencies’ supplies or services. The merchant may be a required
source inside or outside the government, another government agency, or a private sector
merchant of supplies or services.

Micro-purchase: As defined in Federal Acquisition Regulation (FAR) 2.101. This threshold
may be revised throughout the contract period to reflect any revisions to the FAR.

Misuse: Unintentional use of the purchase, travel, fleet and/or integrated charge card in
violation of the FAR, DFARs, FTR, Agency Supplements, or Agency Policies/Procedures. These
actions are the result of ignorance and/or carelessness, lacking intent, to include honest mistakes.

Official Invoice: A proper invoice, containing the data required by, and formatted in accordance
with contract specifications requesting payment be made to the Contractor.

Performance Metrics (or Performance Measures): Statistics used to show how well or poorly
a program or activity is meeting performance expectations (e.g., goals or targets). A baseline
measurement is established and future targets are set as part of a goal-reaching process. Metrics
are generated from program-related data and are often expressed as ratios, e.g., the delinquency
rate for charge cards equals the total payments past due at the end of a reporting period divided
by outstanding balances on all accounts at that time.

Purchase Card: A centrally billed, government charge card used to pay for goods and services
in support of official government business.

Risk Management: A series of coordinated activities to direct and control challenges or threats
to achieving an organization’s goals and objectives.

Self-Generated Purchase — A purchase that is generated and made by the cardholder with a
requirement from another party.

Sensitive Property: All property, regardless of value, that requires special control and
accountability due to unusual rates of loss, theft or misuse, or due to national security or export
control considerations. Such property includes: weapons, ammunition, explosives, information
technology equipment with memory capability, cameras, and communications equipment. These
classifications do not preclude agencies from specifying additional personal property
classifications to effectively manage their programs. See 41 CFR Part 102-35.20.
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Separation of Duties: A mandatory management control to prevent key functions from being
done by the same person. Important duties, such as making purchases, authorizing payments,
certifying funding and reviewing/auditing will be assigned to different individuals to minimize
the risk of loss to the government to the greatest possible extent.

Strategic Sourcing: The collaborative and structured process of critically analyzing an
organization’s spending, and using this information to make business decisions about acquiring
commodities and services, more effectively and efficiently.

Ships’ Bunkers Easy Acquisition (SEA) Card: A centrally billed, government charge card that
provides Federal agencies a means to procure bunker fuel and fuel related service.

Swipe SEA Card: A centrally billed, government charge card used by Federal agencies as a
means to procure fuel for small vessels. In September 2011 the Department of Defense issued
Final Rule CI 12-08 amending the Defense Federal Acquisition Regulation Supplement
(DFARS) 213.306 to allow the use of the U.S. Government fuel cards in lieu of a SF 44 for fuel,
oil and refueling-related items for the purchases not exceeding the simplified acquisition
threshold. This change will improve the refueling capability of smaller vessels at non-contract
locations.

Task Order: A document that specifies and authorizes products and services required and the
negotiated price at which they will be provided.

Travel Charge Card: An individually or centrally billed, government contractor-issued charge
card used by authorized individuals to pay for travel- and transportation-related expenses in
compliance with the applicable regulations and in support of official government business.

Warranted Contracting Officer: A government employee with the authority to enter into,
administer, and/or terminate contracts and make related determinations and findings. Warranted
refers to the extent of the authority delegated to them, normally described by the dollar amount
of the authority.

Waste: Waste is the act of using or expending resources carelessly, extravagantly, or to no
purpose. For the purposes of this Guidance, waste is any activity taken with respect to a
government charge card that fosters, or results in, unnecessary costs or other program
inefficiencies.
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A.2 Attachment 2: Acronym List

A/OPC
AFV
AO
CBA

CFIS

CFO
CFR

DDS

DHS
DMG

DoD

EAS
EFT
EIPP
EO
EPA

EPAct
FABS

FDPS

FEMP
FICO
FSSI
FTR

Agency/ Organization Program
Coordinator

Alternative Fuel Vehicle
Approving Official
Centrally-Billed Account

Center for Federal Investigative
Services

Chief Financial Officer
Code of Federal Regulation

Ground Express Delivery

Department of Homeland
Security

Data Management Group

Department of Defense

Electronic Access System

Electronic Funds Transfer

Electronic Invoice Presentment
and Payment

Executive Order
Environmental Protection
Agency

Energy Policy Act

B

| cao
| Gsa
| 1BA

| ICT

|16
| IRS

JAN/SAN
JTR

MCC
MRO

NARA

OFFM
| omB
OPM

| os

P.L.

l PoS

Financial and Business Solutions l SAM

Federal Procurement Data
System

Federal Energy Management
Program

Fair Isaac Corporation
Federal Strategic Sourcing
Initiative

Federal Travel Regulation

SF

SNAP

TFM

Treasury

Fiscal Year

Government Accountability Office
General Services Administration
Individually-Billed Account

Information and Communication
Technology

Inspector General
Internal Revenue Service

Janitorial and sanitation products
Joint Travel Regulations

Merchant Category Code

Maintenance, Repair & Operating

National Archives and Records
Administration

OMB Office of Federal Financial
Management

Office of Management and Budget
Office of Personnel Management
Office Supplies

Public Law

Point of Sale

System For Award Management
Standard Form

Significant New Alternatives
Policy
Treasury Financial Manual

Department of Treasury
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10. What ancillary services are authorized for purchasing with an AIR Card?

The AIR Card allows the following ground service ancillary charges:
e Lavatory services
e De-icing
o Oil
e Engine start
Note: Additional services that are authorized can be found at https://www.dla.mil/Energy/ These

ancillary charges are billed directly to the customer’s card account under the split billing
procedures. (See question 5 above.)

11. What is the SEA Card?

The SEA Card is the mission-critical Ships’ bunkers Easy Acquisition (SEA) Card Program that
provides the DoD military services and Federal agencies a means to procure authorized bunker
fuel and fuel related service. Customers utilize the SEA Card program to procure bunker fuel and
fuel related services at ports throughout the world. SEA Card customers will utilize a secure web
system to schedule fuel deliveries and view and approve resulting transaction details.

12. Who has oversight of the SEA Card Program?

The DLA Energy GFC PMO is designated as the program management office for the SEA Card.
The GFC PMO provides overall program management, develops and disseminates policy and
training, coordinates SEA Card enrollment and permission access to other electronic systems,
and issues data instructions for the SEA Card. Authorized users and the military services and
Defense Agencies must develop and maintain adequate procedures and physical safeguards to
ensure strict compliance of the SEA Card.

13. What vessels are covered under the SEA Card Program?

The SEA Card is available for U.S. Government vessels used by the Military Services, Defense
Agencies, and the U. S. Coast Guard for bunker fuel at commercial seaports. The SEA Card
program allows for fueling at bunker contract locations worldwide as well as permitting local
purchases at non-contract locations.

14. What are the Component responsibilities for reviewing fuel card transactions?

The Component responsibilities for reviewing fuel card transactions are to review the Military
Standard Billing System (MILSBILLS) records, and take any other actions necessary to ensure
disbursements are matched to a corresponding detail-level obligation. This is because DLA
Energy pays for all fuel charges through the Defense Working Capital Fund. Unmatched
obligations may reflect an account error on required billing information that should be resolved
to eliminate MILSBILLS-rejected transactions. For non-fuel transactions, the unit will receive a
direct billing from the Fuel Card Contractor. Components must validate the transaction data on
the billing statement by matching the charges to the associated merchant receipt to ensure
accuracy.
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(insert charge card vendor name) must report any charges or amount adjustments regarding the
delinquent charge card balance offset to us.

If you feel you have received this notice in error your appeal rights are attached.

The Department’s Employee Assistance Program is available to employees who wish to
voluntarily and confidentially seek counseling due to stress caused by personal financial
problems. For further information on the Employee Assistance Program please call XXX-
XXXX.

If you have questions regarding our process in this matter, please contact (insert contact
information).

(Insert applicable agency closing)
(Insert applicable agency signature block)
Enclosure-

Grounds for Appeal
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Enclosure to Sample Due Process Notice
GROUNDS FOR APPEAL

Employees are expected to timely reimburse the travel charge card contractor for all undisputed
charges on the card. Employees are also expected to have used the card only for expenses related
to official travel, to have timely filed their travel vouchers and to have timely disputed any
improper charges. Therefore, the grounds for an appeal are limited. The following may, if
properly substantiated, be grounds for appeal:

1. The charges sought by the travel charge card contractor are the subject of a properly
completed timely filed travel voucher that has not been paid by the government.

2. The charges sought by the travel charge card contractor are the subject of a timely dispute
that the Travel charge card contractor has not resolved.

3. The charges sought by the travel charge card contractor have been released in bankruptcy.

4. The employee and the travel charge card contractor have signed a written payment
agreement, and the employee is timely making payments as required by the agreement.

5. The employee has paid the delinquent balance in full.

The employee is responsible for providing proof to support any grounds for appeal. The nature of
the proof will vary in each case. For example, proof to support an appeal based on the statement
that the charges sought by the travel charge card contractor are the subject of a properly
completely timely filed travel voucher that has not been paid by the government would include:

1. A copy of the voucher,

2. Copies of any communications with the travel payment office concerning payment,
3. A copy of the travel charge card billing statement, and

4. Any other evidence supporting the employee’s statement.

As a general rule, financial hardship is not grounds for appeal. Because the travel charge card
may only be used for official travel expenses, which are reimbursed by the government, the
employee should be able to reimburse the travel charge card contractor without hardship. Any
request that the salary offset not be processed, either at all or a reduced rate (less than 15% of
disposable pay), because of financial hardship must include a detailed explanation of the
hardship with a complete financial statement reflecting all income available to the household and
all required monthly payments and debts.

For further information, please reference the FTR and applicable cardholder agreements.
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A.5 Attachment S: Best Practices in Managing Government Charge Card Programs

When re-competing task orders, charge card managers should:

e Compare refunds earned against refund ranges for similar-sized agencies as provided by
CCCM government-wide performance metric reports;

e Review terms of similar sized organizations’ task orders;

e Solicit bids from multiple charge card vendors;

e Factor the costs involved in transitioning to a new vendor bank;

e Consider changing current business practices to increase basis points (paying daily or
weekly instead of monthly); and

e Consider pooling or tagging along with an existing contract.

When mitigating risks of misuse and/or delinquency, charge card managers should:

e Implement strict internal controls that mitigate charge card risks to the greatest extent
possible;

e Perform periodic reviews of spending and transaction limits to ensure appropriateness;

e Conduct internal charge card program reviews on a regular basis to ensure internal control
mechanisms are adequate;

e Monitor reports to identify potential split purchases;
Deactivate travel charge cards during periods of non-travel status;

e Perform periodic reviews of the number of charge card accounts in use for appropriateness
of number as well as evaluating the span of control for approving officials; and

e Keep current on new and innovative solutions to detect and identify potential fraud,
misuse and delinquency, such as:

o Data analytics;

Blocking card use for high risk merchant category codes;

More restrictive spending limits during expected periods of inactivity;

Periodic review of cardholder accounts for continued necessity; and

Establishing a control to ensure that card accounts are canceled when the employee

retires or leaves the agency.

O 00O

When initiating administrative or disciplinary actions for card misuse and/or instances when
account delinquency is discovered, charge card managers should, in addition to consultation
with agency human resources professionals:

e Initiate verbal counseling and warning; provide written warning; suspend or revoke charge
card privileges;

e Suspend or revoke employee security clearance;

e Include misuse or delinquency occurrence in employee performance evaluations;

e Suspend or terminate employment; '

e Ensure consistent enforcement of penalties; and

e Publish actions taken by the agency for misuse of charge cards.

Egregious purchases are most severe when they result in an intentional private gain for the
purchaser with little if any benefit to the agency. Agencies must otherwise comply with all
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applicable law and regulatory guidance in determining whether to impose disciplinary or adverse
action in any specific case.

When implementing policies and practices that ensure effective strategic sourcing, charge card
managers should:

Initially focus on high volume, commonly used supplies (such as office supplies,
tools/hardware, express delivery, relocation services, etc.) which agency personnel use or
could use the purchase card to obtain;

Keep the program simple to start by focusing on awarding Blanket Purchase Agreements
(BPA) against the GSA schedule program; considering using E-Buy to help put these in
place.

Leverage vendors who already have highly evolved web-based ordering systems and who
provide quick delivery;

Explore how GSA Federal Acquisition Service can assist in developing virtual store fronts
to host the agencies” BPAs (e.g., GSA Advantage!);

Evolve the strategy as the agency gains more experience and better understands how the
program supports mission needs, saves money, and improves the value of taxpayer
dollars;

Develop a communication strategy to effectively get the word out about discounted
contracts ;

Require merchants to monitor and report on the savings achieved versus “regular” GSA
schedule prices (or whatever baseline is applicable);

e Maintain information on procurement activity usage of reduced-price contracts; and

Renegotiate with merchants the price and terms of high-volume commodities at the end of
a fixed period of time.
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A.6 Attachment 6: Disciplinary Category Definitions Guidance

Category

Abuse

Table 4: Disciplinary Category Definitions Guidance

Internal Fraud

Misuse

Delinquency

Administrative

External

Yes - purchase and

Yes - purchase and

Discrepancy

Fraud

ﬁeg(;\;tBable integrated (purchase ;fgéraptil;?;s;;;ie aiilis} integrated (purchase | No No No
only) only)

. ' 8% Malicious
Chiitication Intentional ViR i ou Tt Unintentional Sl Unintentional Intent
Definition Intentional use of the | Any felonious act of Unintentional use An undisputed | Actions that Any felonious

purchase, travel, fleet | corruption or attempt to of the purchase, charge card violate operational | act of

and/or integrated cheat the Government or travel, fleet and/or | account policies/procedures | corruption or
charge card in corrupt the Government’s | integrated charge balance that is | but do not violate | attempt to
violation of the FAR, | agents by Government card in violation of | unpaid for federal law or cheat the
DFARS, Agency Charge Card officials. Use | the FAR, DFARs, more than 61 | regulation. Government
Supplements, or of the Government FTR, Agency days past the or corrupt the
activity Government | purchase, travel, fleet or Supplements, or statement Government’s
Charge Card Program | integrated charge card(s) to | Agency date. agents by
policies/procedures. | transact business that is not | Policies/Procedures. someone
Evidence of sanctioned, not authorized, | These actions are other than
intentionality shall be | not in one’s official the result of Government
inferred from repeat | government capacity, not ignorance and/or Charge Card
offenses of the same | for the purpose for which carelessness, Program
violation, following the card was issued, not as | lacking intent. officials.

administrative and/or
disciplinary action
taken for this
violation.

part of official government
business.
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